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1.0 Purpose & Scope 

 
The purpose of this procedure is to define specific training and qualification criteria for 
personnel conducting Occupational Health and Safety (OSH) services (i.e. Industrial 
Hygiene or Safety Engineering) at BNL.  This document describes program elements 
necessary for compliance with 10CFR851, DOE Orders, SBMS Subject Area Training & 
Qualification, Worker Safety & Health Management System, and OHSAS 18001 
Management System.   
 
Attachment 9.1 of this SOP provides a sample of training assessment matrices that are 
maintained for establishing the minimum OSH service provider qualifications. 
 
This procedure covers any SHSD employee providing OSH services at BNL. Other 
organizations that have personnel providing OSH services must meet the qualifications 
developed via this procedure. 

 
 
2.0 Responsibilities 
 

2.1 The SHSD Division Manager, Industrial Hygiene Group Leader or the Safety 
Engineering Group Leader set the criteria for training, education, or experience for 
the programs they supervise.   

2.2 The management of each person providing OSH services at BNL is responsible to 
verify the completion of the requirements and track the qualifications of their staff. 

2.3 Staff is responsible to complete courses and classes necessary to maintain their 
qualifications for their role in the OSH program. 

 

3.0 Definitions 
    

BTMS: Brookhaven Training Management System 
IH: Industrial Hygiene or Industrial Hygiene Group 
JPM: Job Performance Measure- a written qualification record for on-the-job, one-on-
one, or small group classroom training. 
JRA: Job Risk Assessment- a quantitative risk assessment of hazardous operations 
defined in the OHSAS 18001 Program Subject Area. 
JTA: Job Training Assignments as described in the Training and Qualification Subject 
Area. 
SE: Safety Engineering or Safety Engineering Group (Note: may also be referred to as 
Industrial Safety). 
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4.0 Prerequisites 

none 
 
5.0 Precautions 

none 
 
6.0 Procedure 
 

6.1 Determining the needs for formal qualification is set by the following criteria:  
 

6.1.1 Activities that involve routine tasks do not require formal qualification.  
Examples include: driving a car, attending meetings, and computer work.  
These are covered in Job Risk Assessments under the BNL and SHSD 
OHSAS 18001 program. 

 
6.1.2 Roles/activities that involve specialized expertise require an evaluation of 

the person’s competency.  An example is serving as the SME of an OSH 
Subject Area.  The Division Manager or Group Leader assigns these roles 
to individuals known to have the necessary educational and experience 
background.  The formal qualification requirements are not specified in 
the documentation generated by this SOP.  There may be written SOPs 
that the professional is expected to understand and follow.  Example: 
IH50610 Serving as an IH Program Administrator.   

 
6.1.3 Roles/activities that require specialized knowledge in a procedure or 

operation of monitoring equipment require formal qualification.  These 
qualifications have a course or JPM associated with their qualification.   
Example: noise meter use qualified using in IH96510 Extech Sound Level 
Meter.    

 
6.1.4 Roles/activities that have a significant safety risk require formal 

qualification and must have a JPM associated with the operation. 
Examples of these tasks include using a XRF (radiological source) and 
perchlorate sampling (explosion hazard).  

 
6.2 Documenting qualification status:  Training and qualification of OSH service 

providers is documented and tracked as follows: 
 

6.2.1 The SHSD Training Coordinator includes BNL site level training on 
general topics (required for all BNL employees) in each SHSD 
employee’s BTMS Job Training Assignment.  Completion is tracked in 
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the BTMS system. These type requirements are not evaluated in this 
procedure. Examples are: Cyber Security and General Employee Training. 

 
6.2.2 The Division Manger, Group Leader, or designee lists the training 

necessary for OSH service providers in a Training & Qualification Matrix 
or BTMS Job Training Assessment.  See Attachment 9.1 for an example 
of a Matrix.   The current versions of the SHSD, SE, and IH matrices are 
kept on the SHSD SOP web page.  Examples of items that may be entered 
in a Matrix include:  
 Web classes, such as TQ-ELECTSAF1 Electrical Safety I,   
 Lecture classes, such as HP-OSH-016 Confined Space Entry,  
 External training courses, such as HEPA Filter Testing,  
 Medical Qualifications, such as OM-MEDSURV-ODH, and 
 SHSD internal courses or Job Performance Measurements, such as 

HP-IHP-75190 Surface Wipe Sampling.  
 

6.2.3 The Division Manager, Group Leaders, or designee sends training 
requirements from the matrices or JTA to OTQ for entry into BTMS as 
JTA Codes.  SHSD specifies the JPM or courses to be included under each 
SHSD JTA Code.  

 
6.2.4 The Division Manger or Group Leader notifies OTQ when new JPMs or 

courses are added so that a new BTMS Course Number is created and 
assigned to the correct JTA Code.  

 
6.2.5 The SHSD Training Coordinator enters the appropriate JTA code(s) into 

each SHSD individual’s BTMS Job Training Assignment.   
 

6.2.6 SHSD staff and supervisors use the BTMS system to track completion of 
training and qualification.  

 
 

7.0 Implementation and Training 
  
7.1 SHSD Group Leaders, or designees, qualify SHSD personnel who perform OSH 

fieldwork.  Non-SHSD personnel may be eligible for qualification by attending 
SHSD training sessions.   

 
7.2 SHSD delivered training attendance is entered into the BTMS system for all 

attendees.   
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8.0 References 
 

8.1 10CFR851 
 
 
9.0 Attachments 
 

9.1 Example of a Training & Qualification Matrix 
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Attachment 9.1 
 

Example of a  
Training & Qualification Matrix 

 

 
 

Sample 
The Official Copy of the Training & Qualification Matrices 

are kept on the SHSD Web Page to secure them as 
Controlled Documents and to facilitate distribution.   

Use only the most recent edition obtained from the SHSD 
web site. 


